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REPORTS MANAGEMENT PROGRAM

PROJECT OUTLINE

1. DPurpose
The purpose of this paper 1s to provide an outline as to:

a. Areas of research .
b. General Plan
c. Objectives
d. Time Frames
e. Bench marks

for guidance in the revitalization of the Agency yeports manage-

ment Program.

2. Scope
The scope of the Program covered by this Project Qutline is

contained in as follows:

"(1) Reports Administration - The analysis, improve-

1
ment, and control of administrative reporting." —/

3. Project Objective

The objective of this project is that—-esbablished by the

‘ thef,,Recor&s*‘Administrat‘i'on"Brari‘éh';“'S'SS""é’s’”"h‘éivin’g‘:'“"‘""“”’"’“’
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”"k.a Reports Management Program available in this
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SE 2 Staff which we can use with a minimum of cost, man- '\\
& i /
G 2 Ay ey power, and time bo provide guidance, assistance,
I E e
| and standards to Records Officers and other
qu‘& Iz : :
" t’{iwr ¢ interested officisls for the improvement and manage-
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\yﬁ t /?J ment of reports in their components.“i@”\
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l dated 25 September 1963; Subject: Records .

=¥ Trom Chief, RAB, S88 dated 29 January 1968; Subject
A ReVltallZ&thQ ‘of Reports Management- Program
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4, Assumptions and Constraints

A. Assumptions:

The development of an Agency Reports Management Program
must begin with the premisesupon which such a Program is
based, Such premises are as follows:

(1) The Agency Program will be adminiétered from the Records
Administration Branch, SS8S through the component /l;ecc;rds
L2 gfficers._

(2) Program requirements, standards, review , and control

y lf\,l ‘,,r)( will be provided by the \Records Administration Branch, SSS.

{;m/ N (3) Component programs will be developed, implemented, and

' i,ffw/g,/‘f\ administered, within the Agency framework, by respective

| e{ évwvﬂ'ﬁ- Records Officers on a decentralized basis, but subject to
‘4; .Jib‘b ' review by the Records Administration Branch, S88.

. V\ﬂj ' B. Constraints:
f

Constraints placed—upen the Program ’béb/t eC 7R ecs5TsT
T o ‘/-:‘% } ﬁ ;?
AL tghot o 0oe Ror) ave: ¥

(1) The}/'/Reports Management aid and guide must fit the existing
STAT Po % et

authority and be persuasive in itself or its

obviously beneficial results \
(2) /The package and procedure must be economically produceable,
{.-,;l-f"' {@9 Zf’lf/ easlly communicated, and simply implemen.ted..\\

N
: 7 /be (3) /r';\Te need a practical product inmed:i-a%éy—useable by all
; _ i/(]/ff\/ ' Records Officers.\ ‘ :
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5. Research Areas and Methodology

a. "Research", as it pertains to the project, is interpretea asg
referring to the seeking out of principles end practiges relative %o
the development, implementation, and administration of a reports
management program. Generally, such researc@/ﬁfié%{involvé;perusal
of the literature, as well as the discussion of on-going programs in
.other Agencies with the respective authorities., Also involved is a
review of the past attempts, and successes of a reports management
program in CIA.

%,a b. Such g resk

arch would require some time, and in view of the ]

/s A /rlnstall on of reports mané)gement programs.,
¥4 w 4 17 Qb i the research can assume two
g !% it i Jﬁ%/ﬁt 5ot ﬂmg,
/"" ¥

concurrent phases. These are:
LM

R (1) Review for immediate applicstion the standards and
V,/V

o f -
F,f; Ve
J\W’W

other salvagesble procedures developed previously within
the Agency reports management program,

pi M[f (2) Conduct continuing research on an expgnded scale-a:s'"

Soted-above,

: /1@ _ 6. Genersl Plan g

The gefieral plan outli d below :|.s o/r;e for an Agenc?y reportl,/s/

-r“ B

o e
managemext program; rather/t an thé pro,;]ect releVa /to the deve ‘}ppf’
/

{ //
ment o\/‘che @rogram. The | fopfier implie{s);e/attér The proposed

T ——

general plan includes:
.\———_“'———-nm...m_ -
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}‘ st /
a. Developing an lssuance outlining the scope, CC?"V ‘ »«&’ ,

} e 4 {
responsibility, and procedures for an Agency reports 1 V,,, )

management program. /
S '

o 8
b, Developing guides and standards as to the develop- Z) fj
g d
Yt l,«
ment, implementation, and administration of a reports )?’? it
¥4 w4
mansgement program in Agency components. 6 AL
. 0—“' .
} ’.‘.A"l
¢. Providing Staff guidance and assistance to Records NV
Officers in the implementation, as well as administration - 7
P /,,’ .
Eay of a reports management program in their respective components. W’é ,43 ’
./ B
/"/ R This would include indoctrination as to the philosophy &~ 5 T .,
/ o . Smrw 4
’ ,// y '(Z. underlying reports menagement, explanation of standards, and A-—-"—-' (s
’ f instruction as to administration and central procedures. HW }Vi‘“{ ’Z’
A B . Jl,a-st.z "%3
e 7. Program Objectives \'3{ Wt
/// Age:m, program objectives a.reﬂpresented because the. purpos.e;of‘y3 i
F - f e: ;“_ -~ L
' e pr,ojectpis o8 develop 3 progi*am with® t{;eSe ObJthlVes' & A
wasit
a. Eliminate present unnecessary or duplicate reporting l-i“(;/a,,
. . : - WE MuST HEVE
and ,p/ii prevent 1t in the future. P26’ ot Cont
on Tow TEP
b. Insure that instructions, forms, and procedures for : ,\;%7;-‘ !
. Qhw THE
necessary reporting are clear and complete, and that PRotA
_ M,gx_mug-é
they provide the most simple and direct methods of ReFolit.
b 07
reporting, GETTINGT
fn T Tl
c¢. Insure that the contents of required reports provide . PAwpL Bk S
8 e .
ESonifier o
adequate data for intended purposes, and that proper ljm\ T
i ’ H li«:.':.;, ‘ﬂ
reporting intervals are established, /1{,[ \)L '
fs ;,f
d. Provide central reference points for information v
. 2 P e
regarding reports. E ) Btloy vt td
) Lode. .
- ).l. - ' '.n‘( });:, :}4 5
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8. Time Frames

% In the projected records management program for the five-year
period from 1970-197Lk, it was noted that no reports management program
now exists as a part of the Agency records management program,
Further, a reports management program was seen as requiring a full-time
Records Officer. Until this program requirement is satisfied, any
effort toward the development and administration of a reports management

program needs be & on a part-time, and time available basis. Hence,

T )

it would be 1mpract1cable to establish a realistic time framefor achieve-

e —————— P o A

ment of program accomplishment levels. However, once the decision is

made to proceed, and how,a reports menagement program would then become

MﬁL’OV a Part of the records menagement structure and progress could be

,z,fﬂ

monltored

9. Bench Marks

As the esteblishment of s time frame for a reports management

program is seen as impracticable, so is the formal establishment of

progress bench marks. But here again, once a reports management

- program is established as an integral part of the overall Agency records

No w‘f"%
27 fS
E. a’.‘ “, \}
?GEE‘

R et L

management program, the monthly report is the media through which
progress on the program can be monitored and provide a basis for shifting
menpower, or teke whatever other mensgement steps are indicated to

take up slack,

10. Other Considerations

With respect to the overall reports management program objectives

I ppareese-— R

and constraints, these would come 1nto play as the development

[ it

implementation, and administration phases or bench marks of the program

were reached.
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SENDER WILL CHECK CLASSIFICATION TOP AND BOTTOM
[ UNCLASSIFIED _| [ CONFIDENTIAL | | SECRET

OFFICIAL ROUTING SLIP

TO. NAME AND ADDRESS DATE INITIALS

STAT

ACTION DIRECT REPLY PREPARE _REPLY
APPROVAL DISPATCH RECOMMENDATION
COMMENT FILE RETURN
CONCURRENCE : INFORMATION SIGNATURE

Remarks: Ray: -

' | I had hoped that you would outline a plan for the
i : . development of & Revitalized Reports Management

: ' Program that would emanate from our Branch. to
assist all the Agency Records Management Officers.
‘ T had hoped you would manage that Program for me,
e Since you will have other duties, like everyons

' else in the Agency, I f2lt you would have to plan
. the Reports Program accordingly. '

: T was looking to your imagination and experience
P for the development of proposals’ to solve our ;
;. | Reports Management problems., Your 5 Feb, plan of
S action attached seems to concentrate on paraphrasj:ﬁ
my explanation of the problems and in calling

i . FOLD HERE TO RETURN TO SENDER
b LESS AND PHONE NO. DATE "
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~attehtion to the difficulties involved without
suggesting specific actions and goals that might
lead to better Reports Management.

Let us get together and discuss the past and future
Reports Management efforts before you proceed any :
further on this Project to revitalize thils Staffls -
Reports Management Program, . o S

1
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